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Directions for Running Reports 
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If you can not get your reports to run, call Debbie Lancaster at (605) 773-7109. 
 

Running a Report 
STEP #1:  Welcome to the Main Menu of the Personnel Record Form System 

• If you are logged in using a PC, follow the below steps: 

 
 

• If you are logged in using a MAC, follow the below steps. 
 
 
 
 
 
 
 
 
 
 
 
 

#2  Click on "Reports for 
DE04 Personnel". 

#1  Select "Reports" 
from the main toolbar  

#1  Select "Reports" from the main toolbar.
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STEP #2: Reports Group Screen 

 
 
1. Click on the drop down box to show all of the available report groups associated with the 

logon id. 
2. Click on the desired report group (if more than one choice is available). 
3. Highlight a specific report you want to print and click. 
4. Click on "View". 
 
 
STEPS #3:  NOTE:  You will have to follow these "Internet Connection Wizard" steps initially, 
and each time you wish to access a report in the future skip to the next step. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on "Next" 



Submission deadline October 13, 2006 

Contact: Debbie Lancaster at 773-7109  Email: debbie.lancaster@state.sd.us 
08/10/2006 

3

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

#1  Click on I already have an 
internet connection. 

#2  Click on "Next" 

Click on "Finish" 
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STEP #4:  Report Information Needed 

 
 
1. If you want to run the current school year reports, type in 2004.  If you want to run last year's 

report, select 2003, etc….. 
2. Click on "OK". 
 
If you get the below error message when you are running a report on a PC: 

"The Seagate Software ActiveX Viewer is unable to create it's resource objects.  
To rectify this problem, please install Internet Explorer 4.0 or install DCOM for 
Windows 95 and the latest Microsoft Scripting Engine.  These files are available 
at Microsoft's web site." 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Delete the crviewer.dll files. 



Submission deadline October 13, 2006 

Contact: Debbie Lancaster at 773-7109  Email: debbie.lancaster@state.sd.us 
08/10/2006 

5

STEP #4:  The report you selected will populate the Crystal Report Viewer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP #5:  To close out of the report, click on the box with an "X" in it located in the upper right 
hand corner. 
 
 
 
 
 
 
 
STEP #6:  Follow the above steps to run another report. 
 
 
 
 
 
 
 
 
 
 

 

 TIP:  Click 
on the arrow 
to go to the 
next page. 

TIP:  Click on the 
arrow to go to the 
last page. 

TIP:  Click on the 
arrow to go to the 
previous page. 

#1 To close out of the report, click on 
the box with an "X" in it located in 
the upper right hand corner. 
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Printing a Report 
 

OPTION #1:  If you want to print a report, follow the below steps: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Click on the icon that looks like a printer. 
2. Select the appropriate printer to which you want to print to. 
3. Set your print range.  WARNING: If you are a larger district, you may need to set your print 

range (EX: First time set your print range from 1 to 30 and then 31 to 60 and then etc…) 
depending on the buffer size for the printer. 

4. Enter the number or copies 
5. Click on "OK". 
 

Exporting a Report 
 

OPTION #2:  If you want to export a report to Word, Excel, etc… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

#1  Click on the icon that looks like a printer. 

#2  Select the appropriate printer to 
which you want to print to. #3  Set your print range 

#4  Enter the number of copies. 

#5  Click on "Ok". 

#1  Click on the icon that looks like an envelope. 

#2  Choose where you want to save the file to. 

#3  Type in the "File Name". 

#4  Choose what you want to save the report as.  
SUGGESTION: Choose "Word Document". 

#5  Be sure to click on "Save". 



Submission deadline October 13, 2006 

Contact: Debbie Lancaster at 773-7109  Email: debbie.lancaster@state.sd.us 
08/10/2006 

7

Refreshing a Report 
 

OPTION #3:  If you have encoded some data and want to refresh the screen, follow the below 
steps… 
 
 
 
 
 
 
 
 
 
 
 
 

Searching for Text 
 

OPTION #4:  If you want to search for some text, follow the below steps… 
 

#1  Click on the "Refresh" icon 

#2  Enter the school year. 

#3  Click on "Finish". 

#1  Click on the "Search Text" icon 

#2  Type in the text you 
want to find. 

#3  Click on 
"Find Next". 


